Northwestern \ myHR Faculty Recruiting Configuring a Search in FRS — Quick Guide

Before a search can be set to Active status and begin receiving applications, some configurable options need to be set up in FRS. This is a guide to these options
that a search committee or Search Administrator will need to decide on. Check first with your school’s Dean’s Office to ensure that the options you select match
the school’s recruitment structure. Then, after configuring these options, reach out to the Dean’s Office to active the search.

1. Search Structure

What should the contact e-mail address be if applicants
wish to contact the department (will be listed at the
bottom of the application form). Must list at least one;
may have a separate contact for reference questions.

**¥*Set this option in the Search Contacts portion of the
Settings section; see pg. 2***

Edit the text of the Search Description, a brief paragraph
that will appear at the top of the application form.
Can be used for descriptive or instructional text.

What should the minimum (i.e., required) and maximum
number of references be for each application?

Until what date should reference letters be accepted (need
a date in this field even if position is open until filled)?

Should applicants list only their highest degree earned, or
other degrees too? Should listing these other degrees be
required, or optional?

Should references be automatically sent an e-mail
requesting that they submit letters as soon as the applicant
applies?

Should applicants receive an automatic e-mail informing
them when reference letters have been submitted on their
behalf?

***Set these options by clicking the pencil icon in the Search

Details portion of the Settings section; see pg. 3***

2. Search Committee

All search committee members, including the Chair, must have permissions
set to define their level of access (view, edit, or no access) to applicant data,
applicant materials, review scores, disposition codes, and other features.

***Set these permissions on the Search Committee tab of the Settings Section;

see pgs. 4-5***

3. Applicant and Reference Interface

What reference types (e.g., Current Postdoc Advisor, Academic Colleague,
etc.) should an applicant be able to select from?

What application documents (e.g., CV, Research Statement) should an
applicant be allowed to submit? Which should be required?

Which degree types (e.g., PhD, MD) should an applicant have the option to
select from?

Optional: Which ad sources (i.e., “how did you hear about this opening?”)
should an applicant to be able to select from?

**¥* Set these options on the Search Options tab of the Settings section;
see pg. 6***

Do you wish to edit the text of the e-mail that references will receive
requesting that they submit letters on behalf of an applicant?

Do you wish to edit the text of the auto-confirmation e-mail that applicants
will receive when they apply?

***Set these options in the Email Templates portion of the Search Options tab

in the Settings section; see pg. 7***
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Configuring a Search — Basic Settings
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Dashboard Overview Applications Reporting Communications Seftings Log Qut(

(30781) Full Professor of aut voluptatem voluptatibus N Configure searches
[McCormick School of Eng and Appl Sci - MCC Chem & Biol Engg] via the Settings tab

Search Administration

This section is where you configure all the search related configurations — detailed search settings, contacts, administrators, search commitiee committee member permissions and specific search related options such as deagree types document
pres e ename s Edit/Add Search Administrators and Search Contacts;
= Configuration options, with the exception of search committee, will become read-only once the search becomes active REMINDER. FRS WI/I gfant the SeafCh AdminiStrator fOIe tO the
e e e e e e e et e | individual who created the Job Opening in myHR. If this role
(Plosse take couton i masing enanges (o confguraton sotings mis-scareh oo  ean couse dsta meanesencies) | 1€€0S to be delegated to a different individual instead, add that
person’s information here. A Search Committee Chair’s
information could also be added here if the chair will administer

the search themselves.

I

Search Overview Search Committee Search Options System Users My Groups

Search Details Search Administrators

Listed below are the search administrators assigned to this search. Additional search administrators may be §reated as

A quick high-level reference to the basics of the search g K d / h h
ey etal S Of t e searc needed. Search administrators are those that manage the details ofthe search. They are responsible for settifg the
search options, creating the search committee (adding/removing search committee memberes), along with thl basic
The Post URL is usually a departmental web page, or s structure can be nd details of search configurations

the position available. This should include details of the adjusted here,' See pg 3 mthe

applicant of the necessary information they will need to ally contain
a link to the application for itself, which is the Applicationter—romoooron

FirstHame [i LastHame NetiD Permissions Review Phaze Show Phases

Search Admin sal00 All Ly All

=11

Use the edit button to configure your search — reference numbers, link details, description, dates, etc.

Search Contacts

Listed below are the contacts for this search. There are two types of search contacts that may be created. One for general

SaarchID: Sc.hoolmdmm Unit: MeCormick Schoof of Eng and Appl search contacts, and one that may be used specifically as a contact for reference writers. Only one search contact is

HR Job ID: 30781 Sci i N i

S - Des £MCCCh & BidlE required — Search Coordinator. If you choose notto use a Reference Coordinator contact, all correspondence will be
TS, -““mm patment. i daealai directed through the Search Coordinator contact.

Department Code: 335500
Date Open: 2017-04-12 TEATEMEN 308

Reference Letter Date: 2017-04-27 Auto Email Reference: Yes

PateiGossi= Email App. UDO". Letter Upload: No Name | — Department Email Address Phone

Reference Min.: 3 Full Text Search: No

Reference Max.: 5 B .\ ] hce Search Contact E:gcg Biomedical 000-000-0000

Dept. Website URL: hitp:/iwww.purdy, bizinostrum-officiis-quiousd The “Search Contact B for basic search e :

Application URL: hitp://evirsgaapp.cinorthwestern.edu/apply/i . . . i
questions, is required. A separate Reference Contact | 1CC Bomedeal e oo R

Search Description: Engg

Debitis ut sequi voluptatem modi. Perspiciatis delectus occaecal  contact for refer‘ences’ the

tempore iste quos sequi autem.

“Reference Contact”, is optional.
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Search Overview Search Committee Search Oplions System Users My Groups

Search Details Search Administrators

A quick high-level reference to the basics of the search settings and status. Medm this se Can inCIUde dept WEbSite here

Edit Search
The Post URL is usually a departmental web page, or similar, that provj
the position available. This should include details of the required docurs
applicant ofthe necessary information they will need to complete the ap |
a link to the application for itself, which is the Application URL listed bel;
I
I

Search Description/instructions:

description ofthe search, or to provide additional instructional text to applicants

Any text typed here will appear atthe top of the application farm. Can use this to provide a brief

‘age the deta
# gngremovin|  if posting additional

information about the position
there — will appear at top of
rermpony application form with the text

lea tha odit huttan ta ranfinurs wanr eaarch  rofarance bers, I . . .
o w w | “Click here to view the job
Set search to “Active” status I ”
. . Search Status™ Department Site Posting URL: announcement”.
to begin accepting ]
; ) , L 5 Freadie = ﬁ;
applications (only a school’s I Should candidates be able to
. . tare two type] .
Data Coordinator may do this) soag anaace] list a second degree earned, or
TreooTToT T ci " Second Degree”® Second Degree Required:™ R . R
status: [ Departr} 7452250 iy st their highest degree?
Date Open: 2017-04-21 o o . Should this be required?
Reference Letter Date: 2017-05-06 Auto Emy :
Date Closed; — Email Agy
X Full Text
2::::::3 E:‘;i ¥ ex‘ Reference Min.” References Max.:™ ment MiX/MaX number of references
Dept. Website URL: http://conroy.info/ k- | il 3 imedical accepted for each applicant
Application URL: hitp://evirs qaapp1.cl northwestern. edu/applyiliQ== 2 =
Accept Reference Letter Until: Auto Email Reference

Search Description:
Architecto accusantium aliquid quam explicabo quis. Quia magnam cu 2018-01-01 Mo
Facere dolorum corporis culpa sit et neque nisi non.

Email Applicant Upon Reference Letter Upload:™

- | Auto-email applicants’ references
asking for letter of reference (yes/no);

<
<

Mo v

Close

Save

Send applicants confirmation emails
when letters are uploaded on their
behalf (yes/no)
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————— —_— ——
Search Overview Search Committee Search Options System Users My Groups
The MyHR Search If desired, change the phases which a committee Adjust a search committee
Committee will pre- member can review (“review phase”) or view (“show member’s permissions
/ populate using the info phases”). Can also allow committee member to only directly from this screen by
_ entered into MyHR and view applicants in certain disposition codes (i.e., only clicking this icon; see details
MyHR Search Committee . . .
approved by the Office of those who have reached “interview” status). on next page
searen the Provost for this search. e ———
First Last Review
Name Hame 1% HetlD Permissions Role Tenure Dept. Title Phase Show Phases Show Disposition
b L e Applications [View], Documents [View], Equity es Biomedical Professor 1 4 Phase 1 v I [ - Disposition Code - v ] r <
References [View], Notes [View], Review  Representative Engineering :

[View/Edit], All Reviews [No Access],
Communications [No Access], Disposition
Codes [No Access]

Applications [View], Documents [Wiew], Chair No Civil and Professor 1 4 Phase 1 + I [ - Disposition Code - » ra
References [View], Notes [View], Review Environmental

[View/Edit], All Reviews [No Access], Engineering

Communications [No Access], Disposition

Codes [No Access]

Applications [View], Documents [Wiew], Committee Yes Biomedical Assistant 1 4 Phase 1 + I [ - Disposition Code - v ra
References [View], Notes [View], Review  Member Engineering Professor

[View/Edit], All Reviews [No Access],
Communications [No Access], Disposition
Codes [No Access]

Additional Search Committee Members/Administrators

Search:
First Last Review
Name Name 1= HetiD Permissions Group Phase Show Phases Show Disposition
Applications [View/Edit], Documents [View], References [View/Edt], Notes [View/Edil], Review [View/Edi], Al — 14 [ Phase 1 v ] [ _ Disposition Code - v ] PR |
Reviews [Mo Access], Communications [Mo Access], Disposition Codes [No Access]
Applications [View/Edit], Documents [View/Edit], References [View], Notes [View], Review [View/Edi], Al — 1 4 [ Phase 1 v ] [ _ Disposition Code - ] I

Reviews [No Access], Communications [No Access], Disposition Codes [No Access]




Configuring a Search — Search Committee Permissions, cont’d.

As shown on previous page, click the pencil icon to set permissions for
a search committee member. The graphic below details the purposes
of each permission, and provides recommendations based on role.

First Review
| Hame NetlD Permissions Role Tenure Dept. Title Phase Show Phases Show Disposition
Applications [View], Documents [Vigw], Equity Yes Biomedical Professor 1 4 Fhase 1 + I I - Disposition Code - + rd
References [View], Notes [View], Review  Representative Engineering

Edit Committee Member Permissions

First Hame

Last Name

m

[View/Edit], Al Reviews [No Access],
Communications [No Access], Disposition

Codes [Mo Accesg]

NetlD

Applications [View/Edit]

m

Documents [View/Edif]

References [View/Edif]

Admin Motes [View/Edif]

Review [Mo Access]

All Reviews [View Only] SEE

Communications [View
only]

Communications
[View/Edit]

Disposition Codes [View
only]

Disposition Codes
[View/Edit]

Custom Tag [View Only]
Custom Tag [View/Edit]

Application: Allows user to view applicants’ applications, or to view and edit information within these
applications.

Documents: Allows user to view applicants’ submitted documents, or to view and remove/replace
documents.

References: Allows user to view the reference letters submitted on an applicant’s behalf, or to view and
remove/replace these letters.

Notes: Allows user to view administrative notes in an applicant’s file, or to view and create/edit these
notes.

Recommended setting for all four of the above items: View/Edit for Search Administrators, View Only for
Search Committee Members

Review: Allows users to enter their review (score and comments) of an applicant’s candidacy. May also
be set to no access, which will prevent a user from leaving a review.  Recommended setting: View/Edit
for Search Administrators and Search Committee Members

All-Reviews: Allows users to view the reviews entered by other Search Committee Members. Can be
sent to No Access if these reviews should remain private. Recommended setting: View Only for Search
Administrators and Search Committee Chair; schools’ discretion for Search Committee Members

Communications: Allows users to view system communications sent to applicants, to edit and send
these communications, or to have no access to these communications. Recommended setting:
View/Edit for Search Administrators, View Only for Search Committee Members

Disposition: Allows users to view the disposition codes assigned to applicants, to assign these codes, or
to have no access to this information. Recommended setting: Schools’ discretion based on who will be
entering this data.

Custom Tag: Allows users to populate the contents of the Custom Tag (e.g., Specialty Area) column on
the Applications screen. See page 17. Recommended setting: Schools’ discretion.




Configuring a Search — Customizing the Application Form
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When a faculty applicant completes the application form for your
search, s/he will select from dropdown menus for these four fields.
Customize the content of these dropdown menus here.

!

Search Ovenview Search Committee Search Options System Users My Groups

—
I Degree Types i | Reference Types | |

[ |

Add the degree types you'd like to include in your search. You may drag and drop to change your display order by clicking Add the reference types you'd like to include in your search. You may drag and drop to change your display order by

and dragging an item's display order. clicking and dragging an item’s display order.

Degree Type Display Order 1= Reference Type Display Order =

Associate of Applied Science - [AAS] 1 Current Postdoc Advisor 1

Other z

|
(i.e., how did you hear about this position?) |

Add the document types you'd like to include in your search. Specify the maximum document size for your document and

whether or notitis a required document. You may drag and drop to change your display order by clicking and dragging an Add the advertising sources you'd like to include in your search. This is an optional field and not required for you

item’s display order. search. You may drag and drop to change your display order by clicking and dragaing an item’s display order.

Document Type Max Size Required? Display Order 1= Ad Source Type Display Order | Y
Cover Letter 8 (MB) es 1 Search Engine (google, yahoo, etc) 1

The e-mail templates that the
system sends to applicants
can also be adjusted from this
screen — see next page




Configuring a Search — Customizing Email Templates
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e ——— e ———————

FRS is pre-populated with e-mail templates that will be sent to applicants in various
circumstances. These are customizable; to edit a template, click on the name of the
template below, and then click the pencil icon. Be sure not to edit or remove the bracketed
{email tokens}, as these will be auto-populated with data when the e-mails are sent.
Email Ten plates

The systgm email templates below are used for resending applicant self-identification requests, resending reference letter requests and the application submission confirmation. Feel free to customize these as needed for your search requirements

Please tgke caution to not editremove the email tokens — those items within the {} brackets. These tokens will be populated by the system at time of mailing.

If you arefeending manual, or custom reference letter requests, you may remove the {reference deadline} token and enter your own infermation. For the applicant self-identification request if you would like to include some sort of deadline for this you may,
otherwisq, that section may be removed from the template as itis not auto-populated.

v
Email Template Type 1&  Email Template
Applicant Self identification Request Dear {applicant first name} {applicant last name},
NOTE: Should only be used in rare cases where a candidate is e st esien fversy
unable to apply through the online system. Do not re-send e
this e-mail to candidates who have already applied through  frescessam
FRS unless they request to change their Self-ID disclosures. o your sef enfesion normton
Contact facultyrecords@northwestern.edu if you receive a
request from a candidate to change their Self-ID disclosures.
Application Submission Confirmation Dear {applicant first name} {applicant last name},
Se nt to a pp||ca nts after Thank you for your application for the open {position title} position in {department} at Morthwestern University. Your application has been submitted.
a pp||cat|on |S subm|tted We will keep you apprised of any changes in the status of your application. If you have any additional questions, please contact {search contact name}, at {search contact email}.
Faculty Search Commitee
Reference Letter Request Dear {reference first name} {referencs last name},

{applicant first name} {applicant last name} ({applicant email;} is applying for a {position title} in the {department; Department at Northwestern University and has submitted your name as a reference.

Se nt tO a ppl |Ca nt'S Please submit your letter of recommendation in Adobe PDF format.

refe rences, can be auto- When you are ready to upload your letter of recommendation, please visit this link:
. . . {reference url}

sent after application is

submitted, or sent

manually (see pg. 3 to

adjust this setting)

The deadline to submit your letter of recommendation is {reference deadline}.

On behalf of the applicant, thank you for submitting your letter of recommendation.




